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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR:   Ted Thomas
	SUPERVISOR'S CLASS: Information Officer II
	personnel analyst: Andrea Riley
	personnel date: 06/09/09
	PERCENT OF TIME: 












50% 







35% 




15%

	activity: POSITION SUMMARY
Under direction of the Chief, Media and Public Information Branch, Public Affairs Office, the incumbent is responsible for performing the professional and technical tasks related to the media relations and public affairs information activities of the Public Affairs Office and the Media and Public Information Branch.   

ESSENTIAL FUNCTIONS
This position requires the incumbent to work effectively with other staff, the media, stakeholders and the general public; analyze situations and data accurately; take independent action; and make sound decisions.  The incumbent must have the ability to maintain cooperative relationships and work independently or as part of a team, depending on the situation. Incumbent must maintain consistent and regular attendance to meet work commitments. The specific essential duties are:

Using MS Office Suite or other appropriate tools, plans, writes, edits and produces written materials including press releases, reports, fact sheets, speeches, media kits and Power Point presentations in support of the Department's programs.  Develops communication plans and public information outreach strategies.  Researches background information, prepares and is responsible for meeting timelines for completed project materials, coordinates review by program staff and management, works with photography and graphics design unit to identify and incorporate appropriate visual materials for reports and presentation materials.   

Serves as a Department spokesperson in response to media requests for broadcast and print interviews on program issues including, but not limited to climate change, water conservation initiatives, the State Water Plan, and environmental projects.  Provides responses to inquiries from other State and local agencies, interest groups, stakeholders and the public.  

Plans, researches, writes and edits scripts for video productions associated with policy initiatives, reports and presentations on key projects, programs and initiatives. 
	classification: Information Officer I
	appointee: VACANT 
	dwr position number: 0411-5601-900
	sap personnel no: 
	sap position number: 50004982
	division: PAO/Media and Public Information Branch
	mcr: I
	percent 2: 15% (cont.)
	activity2: Researches and writes articles for Department publications, including newsletter, which may require travel throughout the State by vehicle or air.  

SPECIAL REQUIREMENTS

Must be willing to travel outside or during normal business hours.  Must have a valid driver's license.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: 
	employee name: 


